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The Manpower Administration Division of the Hospital is responsible for conduct1ng management
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other related criteria in the clarification, appra1sa1, alteration or improvement of manage-
ment applications and practices within the various activities of the Hospital. Interpret
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evaluate methods, procedures and practices employed in operating activities for the purpose

of developing new or revised measures for management improvement purpose. Develop and co-
ordinate staffing standards and organizat1ona1 structures. Prepare and publis¥ manning levels
and organizational charts for the various activities. Develop and implement Safety Program to
prevent or reduce personal injury, occupational d1seases and property damage from accidental
causes.
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13-499

73-500

7350l

f .
MANAGEMENT/SAFETY MISSION & FUNCTIONAL FILES

Description ; :
PROCEDURAL INTRUCTION FILES- Documents -
related to preparing, coordinating, issuing
and interpreting directives, policies
and procedures and comparable instruction-
al material, These files accumulate
from preparation and interpretation of
instructions and include coordinating
actions, studies, interpretations, and
published record copies of instructions,
such as directives, policies and proce-
dures, memorandums; messages for expe-.
ditious interim changes to instructions;
organizational charts; official training
material and safety program material.
Filed alphabetically by subiect by date.

MANAGEMENT ADMINISTRATIVE FILES-Documents
relating to the overall or general rou-
tine administration of manpower adminis-
tratioy, non-professional training or
safety activities. These files include
but are not limited to:
on directives, policies or other publi-
cations prepared by another agency with
primary responsiblity. If comments result
in additional action affecting the mis-
sion or function of the organization,
documents should be filed with the appro-
priate mission functfonal files. B.
Evaluations of suggestions that do not
Fesult in issuing an instruction or
establishing a project, C. Program and
budget documents, management improvement
reports, costs reduction reports, and
comparable management reports prepared

to submit data to activities:rresponsible
for these management functions. Filed
alphabetically by subject by date.

ORIENTATION AND BRIEFING FILES -Documents
used in orientations and briefings given
to top management, visitors, or State
Officials about the mission, functions,
and physical layout of the Hospital. In-
cluded are photographs, transparengies

or vu-graphs, copies of specially
prepared handouts and related documents.
Filed alphabetically by subject by date.

A, Routine comments,

'Disposal

Cut off at calendar
year; hold in CFA 2
years. Transfer to local
storage area, hold 5
vears, then destroy.

Cut off at calendar year;
hold in CFA 3 years; t
then retire to the

State Archives.

Destroy when super-
seded or obsolete or
when no longer needed
for reférence.




73 -50a

73-503

73-504

73-505”

75-50b

work measurement reports.
are trend analyses,

Descridption

MANPOWER RESOURCE DATA FILES - Docu-
ments used as a basis for planning or-
estimating immediate or future manpower
resources. Included are various types
of studies or information such as’
gtatistics on patient populaiton and d
diagnoses, number of admissions, aver-
age length of stay as inpatients and
similar data related to prent or pro-
jected manpower requirements for accom-
plishing the mission of the Hospital.
Filed by dateu

MANPOWER SURVEY AND STAFFING CRITERTIA
FILES - Documents relating to on-site
and other apprailsal reports, staffing
studies, comments, justificatiomns and
similar or related documents. Filed
by activity by date. '

MANPOWER STATISTICAL DATA FILES - Docu~-

ments used to provide a source of statis-

tical data for use in manpower control
activities such as forecasting,
justifying and analyzing current or
projected manpower requirements,
Included are reports and data concerning
such matters as: organizational budgeted
positions, authorized poition by occupa-
tional speciality and similar or rela=-
ted documents. Filed by date.

WORK MEASUREMENT REPORTING FILES -
Documents used to report work loads, u
usually statistically. 1Included are
work reports and consolidations and
extracts or tabulations thereof,

Filed by activity by date.

WORK PERFORMANCE EVALUATION FILES -
Documents used to establish yard-
sticks, to evaluate performance, or

to present information developed from
Included
charts, tables, per-
formance scales and factors, yardsticks
and similar or related documents.

Filed by date.

.Disposi;ion

Cut off at calendar
year, hold 5 years in
CFA, then retire to
State Archives.

Cut off end of calendar
year, hold in CFA for

3 years, then ftetire

to State Archives.

Cut off at calendar
vear, hold in CFA for
3 yvears, then destroy.

Cut off at calendar
year, hold in CFA for
3 years, then destroy.

Cut off at end of
calendar year, hold
in CFA 3 years, then
destroy.




73-509

Appl
No

4
Description

73’6‘0‘7 AWARD PUBLICITY FILES - D;ocum,ents

73-508

713-570

735/l

73813

related to publicizing or encourag-
ing participation in specific awards
programs such as the employee sug-
gestion program. Filed by programs
by date.

SAFETY SURVEY FILES - Documents re-
lating to surveys made to evaluate
the effectiveness of safety programs
and safety standards and procedures.
Included are survey reports, changes
made as a result of the findings of
the surveys and similar or related
documents. Filed by activity by

_date.

SAFETY HAZARD FILES - Documents
relating to technical review,

advice and guidance for iden-
tifying and eliminating or controll-
ing safety hazards. Included are
hazard reports and similar or re-
lated documents. Filed by date.

SAFETY AWARENESS FILES - Documents
related to developing or selecting
materials such as posters, news
items, photographs, letters or
similar or related documents. Filed
by date. '

SAFETY STANDARD FILES - Documents
reflecting the development of

safety standards and practices in: .
patient care areas, recreation areas;
the safe location, design, layout and
construction of facilities; and other
areas requiring safety standards. In-
cluded are recommendations, coordina-
tion action, studies and similar or

~ related documents. Filed by date.

SAFETY STATISTICAL FILES - Documents
reflecting statistics of personnel
work hours exposure data, patient
population and vehicle accident or
incident data. Included are tables,
charts and similar or related docu-
ments. Filed by date.

ACCIDENT EXPERIENCE FILES - Documents
related to the statistical reporting

Disposition

Cut off end of calendar
year; hold in CFA 3 years
and destroy. :

Cut off end of calendar year;
hold in CFA 3 years and de-
stroy. Activities surveyed.:
Destroy when obsolete, super-
seded or when activity is
discontinued, whichever is
first.

Cut off end of calendar year;
hold in CFA 3 years and de-
Stroy.

Cut off end of calendar year;
hold in CFA 3 years and de-
stroy.

Cut off end of calendar year;
hold in CFA for 3 years and
destroy.

Cut off end of calendar year;
hold in CFA 3 years. Trans-

fer to Local Storage Area and
hold for 2 years and destroy.

Cut off end of calendar year;
hold in CFA 3 years. Transfer



73-§14

AT i

/
Description

of accidents and summarizing and .
analyzing accident experience and trends
involvingiMMotor vehicles, fires,
personal injury, damage to property and
other other accidents, included are
exposure reports, listings and similar
or related documents. This does not
include documents relating to the inves-
tigation of specific accidents and
claims files. Filed by date.

ACCIDENT CASE “FILES - Documents relating
to individual accidents. Included are
reports of accidents and investigations

thereof involving, motor wvehicles, equip-

ment, fires, damage to property, injury
to or death of patients, employees, and
visitors on the Hospital ‘grounds and
similar or related documents.

Disposition®
to Local Storage
Area, hold for 2
years and destroy.

Cut off at end of
calendar year; hold in ¢
cirrent files area

3 years, then destroy.
(Documents relating

to claims that have
been filed and pending
will be retained

until final settlement
of claim 1s made, then
destroy.)




